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ANNUAL VALIDATIONANNUAL VALIDATION

ANNUAL VALIDATION IS USED DURING THE ANNUAL OPERATIONS PLAN PLANANNUAL VALIDATION IS USED DURING THE ANNUAL OPERATIONS PLAN PLANNING NING 
PROCESS TO CHECK TOTALS AT THE FUNDS CENTER/COMMITMENT ITEM LEVEPROCESS TO CHECK TOTALS AT THE FUNDS CENTER/COMMITMENT ITEM LEVEL.L.

ANNUAL VALIDATION ALLOWS THE AGENCY TO MAKE ADJUSTMENTS AT THE ANNUAL VALIDATION ALLOWS THE AGENCY TO MAKE ADJUSTMENTS AT THE 
FUNDS CENTER / COMMITMENT ITEM LEVEL ONCE THE PLANNING PROCESS HFUNDS CENTER / COMMITMENT ITEM LEVEL ONCE THE PLANNING PROCESS HAS AS 

BEEN COMPLETED.BEEN COMPLETED.

ANNUAL VALIDATION INSURES THE ANNUAL OPERATIONS PLAN DOES NOT EXANNUAL VALIDATION INSURES THE ANNUAL OPERATIONS PLAN DOES NOT EXCEED CEED 
AUTHORIZED APPROPRIATION FOR THE FISCAL YEAR.AUTHORIZED APPROPRIATION FOR THE FISCAL YEAR.
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ANNUAL VALIDATIONANNUAL VALIDATION

For Annual Budget Validation you must be in the For Annual Budget Validation you must be in the 
Annual Agency Approval Profile:Annual Agency Approval Profile:

Click on Planning Profile” tab Click on Planning Profile” tab 
to display user profilesto display user profiles
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ANNUAL VALIDATIONANNUAL VALIDATION

Double click on “Annual Agency Approval  Double click on “Annual Agency Approval  
Profile”Profile”
Click on “Planning” tab                to accessClick on “Planning” tab                to access
Planning AreasPlanning Areas

Message:  Annual Agency Approval Profile was setMessage:  Annual Agency Approval Profile was set
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ANNUAL VALIDATIONANNUAL VALIDATION

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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Place cursor in the “From Value” cell of the Budget Place cursor in the “From Value” cell of the Budget 
Prep Version and select the drop down menuPrep Version and select the drop down menu

ANNUAL VALIDATIONANNUAL VALIDATION
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Highlight  1A  (Annual Version) and click on green check mark Highlight  1A  (Annual Version) and click on green check mark 

ANNUAL VALIDATIONANNUAL VALIDATION
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Verify that the correct Business Area is listedVerify that the correct Business Area is listed

ANNUAL VALIDATIONANNUAL VALIDATION
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ANNUAL VALIDATIONANNUAL VALIDATION

Place cursor in the “From Value” cell of the Cost Place cursor in the “From Value” cell of the Cost 
Center and select the drop down menuCenter and select the drop down menu
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ANNUAL VALIDATIONANNUAL VALIDATION

Enter Cost Center Range of Business AreaEnter Cost Center Range of Business Area
Highlight Cost Center RangeHighlight Cost Center Range
Click on green check markClick on green check mark
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ANNUAL VALIDATIONANNUAL VALIDATION

Save the variables you have setSave the variables you have set

Select the “Planning” tab                 to accessSelect the “Planning” tab                 to access
Planning Areas screenPlanning Areas screen
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Expand     “Budget Preparation Annual”Expand     “Budget Preparation Annual”
folder (      ).  All levels for Annualfolder (      ).  All levels for Annual
Budgeting will be displayedBudgeting will be displayed

ANNUAL VALIDATIONANNUAL VALIDATION
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Expand “Annual Budget Validation” (      ) Expand “Annual Budget Validation” (      ) 

Double Double -- click on “Annual Budget Validation”click on “Annual Budget Validation”

Expand “Check Annual Plan Against Biennial Expand “Check Annual Plan Against Biennial 
Budget” (       )Budget” (       )

Right click on “Check Plan Right click on “Check Plan vs vs Budget”Budget”

Click on “Display Parameter Group”   Click on “Display Parameter Group”   

ANNUAL VALIDATIONANNUAL VALIDATION
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Double Double -- click on “Check Plan click on “Check Plan vsvs Budget”Budget”

Message with function being carried out Message with function being carried out 
“without errors”“without errors”

ANNUAL VALIDATIONANNUAL VALIDATION
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Message with function being carried out Message with function being carried out 
“with errors”“with errors”

indicates the error to be correctedindicates the error to be corrected

ANNUAL VALIDATIONANNUAL VALIDATION
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Expand the “Manual Planning” function (       ) Expand the “Manual Planning” function (       ) 

Execute by right clicking on “Annual Budget  Execute by right clicking on “Annual Budget  
Validation”  and choose “Display Plan Data”Validation”  and choose “Display Plan Data”

ANNUAL VALIDATIONANNUAL VALIDATION
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Click on “Close Navigation” tab                     Click on “Close Navigation” tab                     
to expand display of Annual Budget to expand display of Annual Budget 
Validation layoutValidation layout

ANNUAL VALIDATIONANNUAL VALIDATION
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ANNUAL VALIDATIONANNUAL VALIDATION

Annual Budget Validation layout Annual Budget Validation layout –– updates are not allowed on this screen.  It updates are not allowed on this screen.  It 
can be used to provide a summary of the detail plan that has beecan be used to provide a summary of the detail plan that has been entered n entered 
on “Position” and “Cost Center” layouts at the Funds Center/Common “Position” and “Cost Center” layouts at the Funds Center/Commitment itment 
Item level.  Agency can determine if adjustments are required toItem level.  Agency can determine if adjustments are required to not exceed not exceed 
the “Authorized Budget”the “Authorized Budget”
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ANNUAL VALIDATIONANNUAL VALIDATION

1)1) Have you fully budgeted to your funding level ?Have you fully budgeted to your funding level ?

a)a) Yes.  You are ready to set your budget to “Ready Status”.Yes.  You are ready to set your budget to “Ready Status”.

b)b) No.  You need to return to Cost Center or Position budgeting andNo.  You need to return to Cost Center or Position budgeting and make make 
your corrections.your corrections.

ANDAND

2)2) Does your FY2004 Budgeted exceed Authorized Appropriation ?Does your FY2004 Budgeted exceed Authorized Appropriation ?

a)a) Yes, but due to a Budget Classification Transfer (BCT), MiscellaYes, but due to a Budget Classification Transfer (BCT), Miscellaneous neous 
Federal Grant (MFG), Cash Fund Appropriation Increase, or Pay PlFederal Grant (MFG), Cash Fund Appropriation Increase, or Pay Plan an 
adjustments.  adjustments.  You will submit adjustments to your DFA Budget Analyst.You will submit adjustments to your DFA Budget Analyst.

b)b) Yes, but do not have a BCT, MFG, Cash Increase, or Pay Plan.  YoYes, but do not have a BCT, MFG, Cash Increase, or Pay Plan.  You will u will 
need to return to Cost Center or Position budgeting and make youneed to return to Cost Center or Position budgeting and make your r 
corrections.corrections.

c)c) No. You are ready to set your budget to “Ready Status”.No. You are ready to set your budget to “Ready Status”.
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ANNUAL VALIDATIONANNUAL VALIDATION

After your DFA After your DFA –– Budget  Budget  
Analyst has made all Analyst has made all 

submitted adjustments, you submitted adjustments, you 
will need to validate your will need to validate your 

budget again before “Setting budget again before “Setting 
the Status to Ready”.the Status to Ready”.
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Expand “Check Annual Plan Against Biennial Expand “Check Annual Plan Against Biennial 
Budget” (       )Budget” (       )

Right click on “Check PlanRight click on “Check Plan vsvs Budget”Budget”

Click on “Display Parameter Group”   Click on “Display Parameter Group”   

ANNUAL VALIDATIONANNUAL VALIDATION
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Double Double -- click on “Check Plan click on “Check Plan vsvs Budget”Budget”

Message should appear  with function Message should appear  with function 
being carried out “without errors” !!!being carried out “without errors” !!!

ANNUAL VALIDATIONANNUAL VALIDATION
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ANNUAL VALIDATIONANNUAL VALIDATION

Your budget is complete and you are ready to “Set Status to ReadYour budget is complete and you are ready to “Set Status to Ready”y”
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Setting status to “Ready”Setting status to “Ready”
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

When the entire budget is complete for all positions, When the entire budget is complete for all positions, 
the agency sets the status to Ready.  This prevents the agency sets the status to Ready.  This prevents 

further changes to position budgeting.  further changes to position budgeting.  

Once the status has been changed to Ready, only DFA Once the status has been changed to Ready, only DFA 
Office of Budget can reset it back to Not Ready should Office of Budget can reset it back to Not Ready should 

this become necessary.this become necessary.
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

To Set Status to Ready you must be in the Annual To Set Status to Ready you must be in the Annual 
Agency Approval Profile:Agency Approval Profile:

Click on Planning Profile” tab Click on Planning Profile” tab 
to display user profilesto display user profiles
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Double click on “Annual Agency Approval  Double click on “Annual Agency Approval  
Profile”Profile”
Click on “Planning” tab                to accessClick on “Planning” tab                to access
Planning AreasPlanning Areas

Message:  Annual Agency Approval Profile was setMessage:  Annual Agency Approval Profile was set

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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Place cursor in the “From Value” cell of the Budget Place cursor in the “From Value” cell of the Budget 
Prep Version and select the drop down menuPrep Version and select the drop down menu

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS
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Highlight  1A  (Annual Version) and click on green check mark Highlight  1A  (Annual Version) and click on green check mark 

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS
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Verify that the correct Business Area is listedVerify that the correct Business Area is listed

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS
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Place cursor in the “From Value” cell of the Cost Place cursor in the “From Value” cell of the Cost 
Center and select the drop down menuCenter and select the drop down menu

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Enter Cost Center Range of Business AreaEnter Cost Center Range of Business Area
Highlight Cost Center RangeHighlight Cost Center Range
Click on green check markClick on green check mark
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Save the variables you have setSave the variables you have set

Select the “Planning” tab                 to accessSelect the “Planning” tab                 to access
Planning Areas screenPlanning Areas screen

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS



DFA – Office of Budget
Carla Wooley,  January 2003 37

Strategic Enterprise Management-
Business Planning and Simulation

Annual Validation
AASIS Training Guide

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Expand     “Budget Preparation Annual”Expand     “Budget Preparation Annual”
folder (      ).  All levels for Annualfolder (      ).  All levels for Annual
Budgeting will be displayedBudgeting will be displayed
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Expand the “Annual Agency Position Budgeting (Cost Center)” ( Expand the “Annual Agency Position Budgeting (Cost Center)” ( ) ) 

DoubleDouble--click “Cost Center Package”. Planning functions click “Cost Center Package”. Planning functions 
for this package will be displayed on bottom half of  the sfor this package will be displayed on bottom half of  the screen.creen.
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Expand the “Change Status to Ready” Expand the “Change Status to Ready” 
function (      )function (      )
DoubleDouble--click “Set Status to Ready”click “Set Status to Ready”

Save by clicking on the save button at Save by clicking on the save button at 
the top of screenthe top of screen

Messages should appear indicating Messages should appear indicating 
that the function was carried out.that the function was carried out.
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Verify position layout has been changed to Verify position layout has been changed to 
Ready Status:Ready Status:

Expand “Manual Planning” function” (      )Expand “Manual Planning” function” (      )

DoubleDouble--Click on “Multiple Position Budgeting”Click on “Multiple Position Budgeting”

Click yes              to enable the macrosClick yes              to enable the macros
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POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS

Click on “Close Navigation” tab                  Click on “Close Navigation” tab                  
to expand display of position layoutto expand display of position layout
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Position layout will appear on screen Position layout will appear on screen 
with Version  1A  defaulting and Status with Version  1A  defaulting and Status 
Indicator displaying “R” (Ready)Indicator displaying “R” (Ready)

POSITION BUDGETING TO READY STATUSPOSITION BUDGETING TO READY STATUS
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

When the entire budget is complete for all cost centers, When the entire budget is complete for all cost centers, 
the agency sets the status to Ready.  This prevents the agency sets the status to Ready.  This prevents 

further changes to the cost center budgeting.  further changes to the cost center budgeting.  

Once the status has been changed to Ready, only DFA Once the status has been changed to Ready, only DFA 
Office of Budget can reset it back to Not Ready should Office of Budget can reset it back to Not Ready should 

this become necessary.this become necessary.
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

To Set Status to Ready you must be in the Annual To Set Status to Ready you must be in the Annual 
Agency Approval Profile:Agency Approval Profile:

Click on Planning Profile” tab Click on Planning Profile” tab 
to display user profilesto display user profiles
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Double click on “Annual Agency Approval  Double click on “Annual Agency Approval  
Profile”Profile”
Click on “Planning” tab                to accessClick on “Planning” tab                to access
Planning AreasPlanning Areas

Message:  Annual Agency Approval Profile was setMessage:  Annual Agency Approval Profile was set
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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Place cursor in the “From Value” cell of the Budget Place cursor in the “From Value” cell of the Budget 
Prep Version and select the drop down menuPrep Version and select the drop down menu

COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS
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Highlight  1A  (Annual Version) and click on green check mark Highlight  1A  (Annual Version) and click on green check mark 

COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS
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Verify that the correct Business Area is listedVerify that the correct Business Area is listed

COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Place cursor in the “From Value” cell of the Cost Place cursor in the “From Value” cell of the Cost 
Center and select the drop down menuCenter and select the drop down menu
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Enter Cost Center Range of Business AreaEnter Cost Center Range of Business Area
Highlight Cost Center RangeHighlight Cost Center Range
Click on green check markClick on green check mark
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Save the variables you have setSave the variables you have set

Select the “Planning” tab                 to accessSelect the “Planning” tab                 to access
Planning Areas screenPlanning Areas screen
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Expand     “Budget Preparation Annual”Expand     “Budget Preparation Annual”
folder (      ).  All levels for Annualfolder (      ).  All levels for Annual
Budgeting will be displayedBudgeting will be displayed
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Expand the “Annual Agency Cost Center Budgeting” (     ) Expand the “Annual Agency Cost Center Budgeting” (     ) 

DoubleDouble--click “Cost Centers Package”. Planning functions click “Cost Centers Package”. Planning functions 
for this package will be displayed on bottom half of  the sfor this package will be displayed on bottom half of  the screen.creen.
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Messages should appear indicating Messages should appear indicating 
that the function was carried out.that the function was carried out.

Expand the “Change Status to Ready” Expand the “Change Status to Ready” 
function (      )function (      )
DoubleDouble--click “Set Status to Ready”click “Set Status to Ready”

Save by clicking on the save button at Save by clicking on the save button at 
the top of screenthe top of screen
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Verify cost center layout has been changed to Verify cost center layout has been changed to 
Ready Status:Ready Status:

Expand “Manual Planning” function” (      )Expand “Manual Planning” function” (      )

DoubleDouble--Click on “Cost Center Planning”Click on “Cost Center Planning”

Click yes            Click yes            to enable the macrosto enable the macros
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Click on “Close Navigation” tab                  Click on “Close Navigation” tab                  
to expand display of cost center layoutto expand display of cost center layout
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

Cost Center layout will appear on Cost Center layout will appear on 
screen with Version  1A  defaulting and screen with Version  1A  defaulting and 
Status Indicator displaying “R” (Ready)Status Indicator displaying “R” (Ready)
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COST CENTER BUDGETING TO READY STATUSCOST CENTER BUDGETING TO READY STATUS

After making adjustments, validating and After making adjustments, validating and 
setting status to ready on your budget,  setting status to ready on your budget,  
return to Annual Budget Validation.  return to Annual Budget Validation.  
FY2004 Budgeted amounts should be zero.FY2004 Budgeted amounts should be zero.


